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SECTIONS EDITED:

Procurement Guidance:

T3.1.9 Electronic Commerce

Electronic Commerce and Signature in Contracting

Section 4 : Electronic Contract Files [oid content][New Content] [RedLine Content]

SECTIONS EDITED:

Section 4 : Electronic Contract Files
Old Content: Procurement Guidance:
T3.1.9 Electronic Commerce
Electronic Commerce and Signature in Contracting
Section 4 : Electronic Contract Files

a. eDocS. The official contract file contains the complete record of activities, rationale for
decisions and related documentation from planning through close-out of a procurement

action. Beginning with new awards in FY 14, except for documents which are otherwise required
to be created or maintained in paper format such as documents associated with real estate
transactions and documents requiring a raised seal signifying authenticity, FAA’s official
contract file must be stored in the “Electronic Document Storage (eDocS),” the single, online
document repository for paperless contract files. The Chief of the Contracting Office (COCO)
may waive this requirement on an individual or class basis.

(1) eDocsS is the official system of records for contract files. It contains a standard folder
structure based on mandatory AMS contract file checklists used to label and organize
documents into official files. The CO must use eDocs to establish and maintain an
official file for all procurement actions, excluding purchase card transactions and certain
real estate transactions involving sales or conveyances. Paper-based files will no longer
be considered the official contract file.

(2) The CO must ensure documents stored in eDocS are legible, accurately labeled, and
filed promptly under the appropriate contract folder. Signed documents especially must
be accurate, complete, legible, and not altered in any way.

(3) Certain documents may need to be maintained in original form, such as large scale
drawings impractical to convert to electronic format or a document with a raised seal
signifying authenticity. When a document cannot be stored in eDocS, the CO must
prepare a memo to file placed in the applicable eDocS folder explaining location of the
original document and why it is not in eDocs.

(4) Documents containing personally identifiable information (PI1) are subject to Privacy
Act restrictions. A Tax Identification Number (TIN) may be an individual’s Social
Security Number, and as such would be P11 that must be protected. As a general rule, the
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following documents containing a TIN must be encrypted before storing in eDocS (other
documents may also include P11 and must be encrypted):

(a) Business declaration
(b) Electronic funds transfer waiver
(c) Intra-Agency Agreements (DOT 2300.1a)

(5) Classified and sensitive unclassified documents must be marked and stored according
to FAA orders 1600.72 and 1600.75.

(6) Documents stored in eDocS should not be password protected or encrypted, unless
otherwise required by regulation, policy, or order.

(7) All users must complete training before using eDocS.

(8) Contract files for pre-FY 14 awards that will be active in FY14 or later (e.g., contracts
with options) should be stored in eDocS. A substantial volume of legacy contract files
may need to be converted to electronic format or migrated to eDocS. Accordingly, the
CO may request a waiver from the COCO on a case-by-case basis to maintain legacy
files outside of eDocS.

(9) After operating procedures are established and training is provided, the requirement to
use eDocS will apply to procurement actions by individuals with a Delegation of
Procurement Authority who are outside of Acquisition and Contracting (AAQ) and the
Office of Acquisition Services at the Aeronautical Center (AMQ).

b. Electronic Records. Federal law, regulations, and policy allow and encourage electronic
contract files and using electronic signatures. The Comptroller General as far back as 1991 has
affirmed electronic contracts meet the requirement that contracts be in writing. The Electronic
Signatures in Global and National Commerce Act (E-SIGN) gives legal equivalence between
electronic contract records, including contracts digitally signed, and paper-based, manually
signed documents. E-SIGN also provides legal equivalence for retaining electronic versus paper
records. Electronic records satisfy any other policy, regulation, or law that requires “written”
contract documents and related information to be created, maintained, and stored. The National
Archives and Records Administration regulations and policy allow agencies to transmit files for
storage entirely in electronic format.

New Content: Procurement Guidance:

T3.1.9 Electronic Commerce

Electronic Commerce and Signature in Contracting
Section 4 : Electronic Contract Files

a. eDocS. The official contract file contains the complete record of activities, rationale for
decisions and related documentation from planning through close-out of a procurement
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action. Beginning with new contract actions in FY14, except for documents which are otherwise
required to be created or maintained in paper format such as documents associated with real
estate transactions and documents requiring a raised seal signifying authenticity, FAA’s official
contract file must be created, stored and maintained in Electronic Document Storage

(eDocS). The Chief of the Contracting Office (COCQO) may waive this requirement on an
individual or class basis.

(1) eDocS contains a standard folder structure based on mandatory AMS contract file
checklists used to label and organize documents into official files. The CO must use
eDocs to establish and maintain an official file for all procurement actions occurring in
FY14 and later, excluding purchase card transactions and certain real estate transactions
involving sales or conveyances.

(2) The CO must ensure documents stored in eDocS are complete, legible, accurately
labeled, and filed promptly under the appropriate contract folder. Signed documents
especially must be accurate, complete, legible, and not altered in any way.

(3) The CO must indicate the location of all contract file documents not stored within
eDocS in the Annotations field of the eDocS properties page. The annotation must
address any and all documents associated with the official contract file whether stored in
electronic form or in paper form, including but not limited to paper files that may be
maintained in original form, such as large scale drawings impractical to convert to
electronic format or a document with a raised seal signifying authenticity.

(4) Documents containing personally identifiable information (PI1) are subject to Privacy
Act restrictions. A Tax Identification Number (TIN) may be an individual’s Social
Security Number, and as such would be P1I that must be protected. As a general rule, the
following documents containing a TIN must be encrypted before storing in eDocS (other
documents may also include PIl and must be encrypted):

(a) Business declaration
(b) Electronic funds transfer waiver
(c) Intra-Agency Agreements (DOT 2300.1a)

(5) Classified and sensitive unclassified documents must be marked and stored according
to FAA orders 1600.72 and 1600.75.

(6) Documents stored in eDocS should not be password protected or encrypted, unless
otherwise required by regulation, policy, or order.

(7) All users must complete training before using eDocS.

(8) By no later than April 1, 2014, the contract reporting metadata for all active contracts
must be entered into eDocS. It is the responsibility of the CO to ensure that the data is
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maintained and updated. eDocS will identify the metadata that must be entered and
maintained.

(9) After operating procedures are established and training is provided, the requirement to
use eDocS will apply to procurement actions by individuals with a Delegation of
Procurement Authority who are outside of Acquisition and Contracting (AAQ) and the
Office of Acquisition Services at the Aeronautical Center (AMQ).

b. Electronic Records. Federal law, regulations, and policy allow and encourage electronic
contract files and using electronic signatures. The Comptroller General as far back as 1991 has
affirmed electronic contracts meet the requirement that contracts be in writing. The Electronic
Signatures in Global and National Commerce Act (E-SIGN) gives legal equivalence between
electronic contract records, including contracts digitally signed, and paper-based, manually
signed documents. E-SIGN also provides legal equivalence for retaining electronic versus paper
records. Electronic records satisfy any other policy, regulation, or law that requires “written”
contract documents and related information to be created, maintained, and stored. The National
Archives and Records Administration regulations and policy allow agencies to transmit files for
storage entirely in electronic format.

Red Line Content: Procurement Guidance:

T3.1.9 Electronic Commerce

Electronic Commerce and Signature in Contracting
Section 4 : Electronic Contract Files

a. eDocS. The official contract file contains the complete record of activities, rationale for
decisions and related documentation from planning through close-out of a procurement

action. Beginning with new awardscontract actions in FY14, except for documents which are
otherwise required to be created or maintained in paper format such as documents associated
with real estate transactions and documents requiring a raised seal signifying authenticity, FAA’s
official contract file must be created, stored #-theand maintained “in Electronic Document

Storage (eDocS)the-single—onknedoctmentrepositortorpaperless-contenet-files. The Chief

of the Contracting Office (COCQO) may waive this requirement on an individual or class basis.

(1) eDocsS isthe-official-system-of recordsforcontractfiles—H-contains a standard folder

structure based on mandatory AMS contract file checklists used to label and organize
documents into official files. The CO must use eDocs to establish and maintain an
official file for all procurement actions occurring in FY14 and later, excluding purchase
card transactions and certam real estate transactions mvolvmg sales or

conveyances. :

(2) The CO must ensure documents stored in eDocS are complete, legible, accurately
labeled, and filed promptly under the appropriate contract folder. Signed documents
especially must be accurate, complete, legible, and not altered in any way.
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(3) Certain-documents-may-need-to-be-maintained-r-original The CO must indicate the
location of all contract fermsfile such-aslarge-scale-drawings-impractical-to-convertto
eleetronie-format-eradocuments not stored within eDocS in the Annotations field of the
eDocS properties doeumentpage. with-a-raised-seal-sighifyingThe annotation must
address any authenticity-—and When-a-decument-cannetall documents associated with
bethe official contract file whether stored in eBeeS;electronic the-CO-mustprepareform
or in paper aform, including but not memelimited to fHepaper files that may be
placedmaintained in theoriginal apphicableform, eDecS-folderexplaininglocation-of-the
eriginal-deeumentsuch as large scale drawings impractical to convert ardto electronic
why-itis-retirformat or a document with eBeesa raised seal signifying authenticity.

(4) Documents containing personally identifiable information (PI1) are subject to Privacy
Act restrictions. A Tax Identification Number (TIN) may be an individual’s Social
Security Number, and as such would be P1I that must be protected. As a general rule, the
following documents containing a TIN must be encrypted before storing in eDocS (other
documents may also include P1l and must be encrypted):

(a) Business declaration
(b) Electronic funds transfer waiver
(c) Intra-Agency Agreements (DOT 2300.1a)

(5) Classified and sensitive unclassified documents must be marked and stored according
to FAA orders 1600.72 and 1600.75.

(6) Documents stored in eDocS should not be password protected or encrypted, unless
otherwise required by regulation, policy, or order.

(7) All users must complete training before using eDocS.

(8) Coentract By filesforno later pre-F¥-24than awardsApril thatl, will2014, be-active-in
FY14-erlaterthe contract reporting metadata for all {e-g-active contracts with-options)
shewldmust be stored-inentered into eDocS.—A-substantial velume-oflegacy-contract
fHes-may-needlt is the responsibility of the CO to be-eenvertedensure to-electronic

format-ermigrated-to-eDoeSthat the data is maintained and updated.—Aeceordinghy-the
CO-may reguestacDocS watverfromwill identify the COCO-on-a-case-by-case-basis
temetadata maintain-legacy-files-outside-of eBoeSthat must be entered and maintained.

(9) After operating procedures are established and training is provided, the requirement to
use eDocS will apply to procurement actions by individuals with a Delegation of
Procurement Authority who are outside of Acquisition and Contracting (AAQ) and the
Office of Acquisition Services at the Aeronautical Center (AMQ).

b. Electronic Records. Federal law, regulations, and policy allow and encourage electronic
contract files and using electronic signatures. The Comptroller General as far back as 1991 has
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affirmed electronic contracts meet the requirement that contracts be in writing. The Electronic
Signatures in Global and National Commerce Act (E-SIGN) gives legal equivalence between
electronic contract records, including contracts digitally signed, and paper-based, manually
signed documents. E-SIGN also provides legal equivalence for retaining electronic versus paper
records. Electronic records satisfy any other policy, regulation, or law that requires “written”
contract documents and related information to be created, maintained, and stored. The National
Archives and Records Administration regulations and policy allow agencies to transmit files for
storage entirely in electronic format.
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